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Strikethrough (Del) Tool
Strikes a red line through text that is to be deleted.
1. Select the text to mark for deletion. 2. Click on the Strikethrough (Del) icon.
Replace (Ins) Tool
Strikes a line through text and opens up a text box where replacement text can be entered.
1.
Select the text then click on the Replace (Ins) icon. Any selected text is crossed out and a pop-up note opens. 2. Type the text to be inserted or added.
Marks a point in the proof where a comment needs to be highlighted.
Select the Add a sticky note icon and either click
where you want to place the note or drag to create a custom-sized note. 2. Type text in the pop-up note.
Add note to text Tool
Highlights text in yellow and opens up a text box where comments can be entered.
Select the text then click on the Add note to text icon.
Any selected text is highlighted and a pop-up note opens.
Type instruction on what should be changed
regarding the text into the yellow box that appears.
Attach File Tool
Inserts an icon linking to the attached file in the appropriate place in the text.
1. Choose Comment > Annotations > Attach File icon. 2. Click in the PDF where you want to place the attachment. 3. Select the file that you want to attach, and then click Select. 4. In the File Attachment Properties dialog box, select the settings for the file icon that appears in the PDF.
Drawing Markups Tool
Allows shapes, lines and freeform annotations to be drawn on proofs and for comment to be made on these marks.
1. Click on one of the shapes in the Drawing Markups section. 2. Click on the proof at the relevant point and draw the selected shape with the cursor. 3. To add a comment to the drawn shape, move the cursor over the shape until an arrowhead appears. 4. Double click on the shape and type any text in the red box that appears.
Add stamp Tool
Inserts a selected stamp onto an appropriate place in the proof. 
